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This instruction establishes policies, procedures, and responsibilities for managing and 
controlling information collections and reporting (ICR) requirements, and developing 
information collections budgets (ICBs).  It gives guidelines and procedures for licensing internal 
United States Transportation Command (USTRANSCOM) ICR requirements, requesting 
information from the public, Federal interagency reporting requirements, reporting projected 
public information collections to Congress, and modification or cancellation of existing ones.  
All information and reporting systems, as well as all techniques, both electronic and manual, are 
included under the provisions of this instruction unless specifically exempted.  This instruction is 
applicable to all personnel assigned to USTRANSCOM.  Transportation Component Commands 
will follow their Service instructions for information collections and reports.  This instruction 
implements Federal Law, Department of Defense (DOD), and Air Force (AF) directives and 
manuals listed in Attachment 1, and contains additional instructions and guidance affecting the 
USTRANSCOM ICR Program.  Use this instruction in conjunction with those publications.  The 
use of a name or mark of any specific manufacturer, commercial product, commodity, or service 
in this publication does not imply endorsement by USTRANSCOM.  
 
SUMMARY OF REVISIONS:  Overall, generally updates the text and procedures of the ICR 
Management Program, deletes the annual reporting requirement, rescinds the use of Optional 
Form (OF) 101, Summary Worksheet for Estimating Reporting Costs, and rescinds the use of 
USTRANSCOM Form 42, Information Collections and Reports Inventory Form.  (NOTE:  Since 
this instruction has been revised in its entirety, asterisks will not be used to identify revised 
material.) 
 
1.  REFERENCES, ABBREVIATIONS, ACRONYMS, AND TERMS:  References, 
abbreviations, acronyms, and terms used in this instruction are listed in Attachment 1. 
 
2.  POLICIES:  The legal authority for records management in the Federal Government is 
established by Title 44, United States Code, Sections 21, National Archives and Records 
Administration; 29, Records Management by the Archivist of the United States and by the 
Administrator of General Services; 31, Records Management by Federal Agencies; and 33, 
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Disposal of Records.  Public Law 104-13, The Paperwork Reduction Act of 1995, brings all 
executive agency information resource activities, including management, under one umbrella and 
assigns oversight to the Office of Management and Budget (OMB).  Based on the above laws and 
implementing DOD and AF directives, the USTRANSCOM ICR program will reduce costly, 
ineffective, and redundant ICR requirements; establish procedures for information collecting and 
reporting of internal, public, and interagency requirements; minimize the Federal paperwork 
burden on the public, small businesses, and state and local governments; minimize the Federal 
Government’s costs for collecting, maintaining, using, and disseminating information; maximize 
the usefulness of information collected, maintained, and disseminated by USTRANSCOM and 
other Federal agencies; and make sufficient information available to the command staff to 
achieve mission effectiveness.  This instruction covers procedures that apply to existing, revised, 
and new ICRs, whether they are recurring or a one-time report.  Refer to it for guidelines on all 
types of data and information collecting and reporting.  Maintain and dispose of all records 
created as a result of processes prescribed in accordance with Chairman Joint Chiefs of Staff 
Manual (CJCSM) 5760.01, Joint Staff and Combatant Command Records Management Manual, 
Volume I, Procedures, and Volume II, Disposition Schedule.   
 
3.  RESPONSIBILITIES: 
 
3.1.  In USTRANSCOM, the Information Management (TCCS-IM), function decides policy and 
manages and controls the ICR Program through the Air Force Information Management Control 
Officer (IMCO), Air Force Communications Agency, Directorate of Chief Information Officer 
(CIO) Support, Corporate Information (AFCA/ITC).  TCCS-IM is responsible for assigning 
USTRANSCOM Report Control Symbol (RCS) numbers to justified and validated ICR 
requirements; maintaining an inventory of command RCS reports; giving personnel guidelines 
and training; conducting periodic program reviews; reviewing and coordinating on all command 
publications and forms (new or revised) for compliance with this instruction; reviewing all 
requests for internal, public, and interagency collections; forwarding public and interagency 
collections to AFCA/ITC; acting as technical advisor and liaison to the Air Force IMCO; 
conducting triennial revalidation of all reporting requirements; responding to the annual call for 
projected ICBs and submitting to AFCA/ITC.  The latter reporting requirement is exempt from 
licensing in accordance with DOD 8910.1-Manual, DOD Procedures for Management of 
Information Requirements. 
 
3.2.  Directorate/Command Support Group (CSG) Offices of Primary Responsibility (OPRs) will 
submit requests for ICR requirements that are concise, valid, accurate, and essential to the 
mission; licensed in accordance with this program; and standardized in use of data as referenced 
in AF Instruction 33-110, Data Administration Program.  Directorates/CSG that are tasked to 
submit information will only respond to exempt or licensed ICR requirements.  TCCS-IM will, in 
turn, notify the agency and ICR manager making a request for a reporting requirement without an 
approved control number that they need an RCS, OMB Control Number, or Interagency Report 
Control Number (IRCN).  Directorates/CSG will not collect the required information until the 
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appropriate agency furnishes a control number.  (NOTE:  If the requesting agency does not 
license the requirement, they must withdraw their request.)  
 
4.  REPORT CONTROL SYMBOL (RCS) NUMBERS:  An RCS is generally a series or 
combination of numbers or letters providing information about the ICR requirement.  The 
symbol may identify the requiring organization, the subject of the report, the numerical sequence, 
the type of collection (one-time, temporary, feeder), and the frequency of the collection.  It can 
also identify associated directives, forms, files, and other records through an integrated subject 
classification system and improve overall information management in the process.   TCCS-IM 
will assign RCS numbers for USTRANSCOM’s internal information collections. 
 
5.  REPORTS RECORDS:  TCCS-IM will maintain ICR requirements case files containing a 
complete historical data of each collection.  Case files contain the original documents relating to 
individual reports.  Files that are used for analysis and for producing catalogs and management 
reports may be automated if such automation can be shown to be cost-effective.  A case file 
should be established for each collection when it is begun and for existing reports identified in an 
inventory.  Case files may be arranged sequentially by the RCS or alphabetically by the collection 
title.   
 
6.  INTERNAL REPORTING REQUIREMENTS:  Internal ICR requirements are those 
collections USTRANSCOM initiates and imposes on other DOD components or that other DOD 
components initiate and impose on USTRANSCOM.  Status, summary, or statistical information 
that is compiled and transmitted from one DOD component to another for management purposes 
requires licensing with an RCS.  Queries about information contained in an established RCS 
report does not constitute a new reporting requirement.  An RCS assigned to a reporting 
requirement does not apply to the submission of additional information not contained in the 
original report and required by intermediate headquarters.  The intermediate headquarters is 
required to license the requirement for additional information by issuing an organizational RCS 
number.  Whether information is submitted via a paper report, electronically, or directed 
insertion of data into an electronically accessible database, an RCS is required. 
 
6.1.  For each new or revised ICR requirement, TCCS-IM will review internal requirements 
requests submitted on AF Form 130 (Attachment 2), Application for a Report Control Symbol, to 
determine if they have been properly justified and meet the following guidelines: 
 
6.1.1.  Cost analysis in accordance with AF Form 130. 
 
6.1.2.  Screen against other licensed ICR requirements for redundancy. 
 
6.1.3.  Determine whether the request requires the collection of personal information on 
individuals.  (NOTE:  If the request collects personal information on individuals, comply with the 
procedures in USTRANSCOM Instruction 33-35, USTRANSCOM Privacy Act Program.) 
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6.1.4.  Review reporting requirements generated in new automated systems with the OPR and 
comply with the procedures in CJCSM 5760.01. 
 
6.1.5.  Review RCS reports to ensure that they are current.  (NOTE:  All RCS reports receive 3-
year licenses.) 
 
6.1.6.  Rescind RCS reports if their licenses have expired. 
 
6.1.7.  Assign an RCS number to justify and validate ICR requirements. 
 
6.1.8.  Maintain appropriate administrative files for each report.  (NOTE:  These files will 
include, as a minimum, AF Form 130; a copy of the prescribing directive, letter, or message; a 
copy of associated forms; copies of pertinent correspondence; and copies of supplementing 
directives, if applicable). 
 
6.2.  Directorates/CSG that generate the ICR requirement must request an RCS for new, revised, 
or revalidated requirements by submitting the following to TCCS-IM: 
 
6.2.1.  AF Form 130, signed by Director, Chief of CSG; or Chief of Staff for requirements with 
an associated cost over $500,000. 
 
6.2.2.  A copy of the title page and pertinent section of the prescribing directive.  (NOTE:  An 
RCS may be prescribed in a policy letter or message for a one-time report or to expedite a 
recurring ICR requirement prior to implementation in a prescribing directive.  Recurring 
reporting requirements must be included in a prescribing directive within 120 days.  Prescribing 
directives and policy letters must include the RCS number and title of report; data submitted, by 
whom, date due and where it is going; an explanation of reporting procedures during emergency 
conditions as indicated by the emergency status code (ESC) on the AF Form 130 (see paragraph 
6.3); and an explanation on whether to continue to report data during MINIMIZE if the report is 
sent electronically as indicated on the AF Form 130.) 
 
6.2.3.  A copy of any forms used to collect the requested information.  (NOTE:  Forms used to 
submit data for an RCS report must show the RCS number in the upper right corner.) 
 
6.3.  An ESC will be assigned to ICR requirements to guide the reporting procedures during 
emergency and crisis conditions that may hinder or sufficiently degrade the ability to collect the 
data.  The status and precedence code assigned to a report should reflect its need during such 
conditions.  The assignment of the ESC is important because a report with a lesser precedence 
may affect another with a higher precedence that could directly affect the wartime mission.  It is 
important to examine a report in relation to overall data requirements when assigning an ESC.  
Many reports affect up-channel-reporting requirements.  Use the following codes and definitions 
in the directives that prescribe or implement the ICR requirement: 
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6.3.1.  Status Code “D” indicates:  Immediately discontinue reporting data requirements during 
emergency conditions. 
 
6.3.2.  Status Code “C1” indicates:  Continue reporting during emergency conditions, priority 
precedence.  Submit data requirements assigned this category as prescribed or by any means to 
ensure arrival on the established due dates. 
 
6.3.3.  Status Code “C2” indicates:  Continue reporting during emergency conditions, normal 
precedence.  Submit data requirements assigned this category as prescribed or by any means to 
ensure arrival on the established due dates. 
 
6.3.4.  Status Code “C3” indicates:  Continue reporting during emergency conditions, delayed 
precedence.  Submit data requirements as prescribed, but they may be delayed to allow the 
submission of higher precedence reports.  Submit by non-electronic means, if possible. 
 
6.4.  Procedures for internal ICR requirements that are sent electronically must be considered 
during MINIMIZE.  The prescribing directive for these reports must include one of the following 
statements:  “CONTINUE REPORTING DURING MINIMIZE,” or “DISCONTINUE 
REPORTING DURING MINIMIZE.” 
 
6.5.  Developers/OPRs of automated systems must coordinate with TCCS-IM to ensure all ICR 
requirements are properly licensed.  TCCS-IM will coordinate with AFCA/ITC to determine 
what data submissions require a report control symbol number.  (NOTE:  All output products that 
collect information for a licensed report must display the appropriate RCS number.) 
 
6.6.  Directorates/CSG must send written notification of superseded or discontinued RCS reports 
through TCCS-IM to the reporting activities.  Update the publication that prescribes the RCS 
report by issuing a revision or an interim change to reflect the current status of the ICR  
requirement.  Include this information in the “Summary of Revisions” once the publication is 
rewritten.  Submit a copy of the written notification and a draft of the revised publication or 
interim change to TCCS-IM.  TCCS-IM will coordinate with AFCA/ITC.  Coordinate with the 
USTRANSCOM Records Manager (TCCS-IM) to effect disposition of any accumulated records 
and coordinate on requirement to change any report specific records disposition published in 
CJCSM 5760.01, Volume II. 
 
6.7.  The OPR for the RCS report must revalidate the ICR requirement every 3 years.  TCCS-IM 
will identify any RCS reports that have not been revalidated in 3 years and forward to 
AFCA/ITC. 
 
6.8.  The following types of internal information requirements are exempt: 
 



 
 

 6

 

6.8.1.  Substantive intelligence or counterintelligence reports, personnel security reports, and 
other investigative surveys and reports that relate to safeguarding defense information, protecting 
DOD functions and property, and handling civil disturbances within the United States and its 
territories and possessions.  (NOTE:  Exception:  Statistical and summary reports for 
management review that do not bear directly on a specific intelligence matter must be licensed.) 
 
6.8.2.  ICR requirements within a base or headquarters that flow laterally on the same level of 
command.  (NOTE:  Exception:  Lateral ICR requirements that make it necessary to collect 
information at subordinate levels must be assigned an RCS number.) 
 
6.8.3.  Information or documentation such as requisitions, material release orders, or supply 
status notices processed and transmitted within an operational system.  (NOTE:  Exception:  
Summary and evaluation output reports transmitted to higher headquarters must be licensed.) 
 
6.8.4.  Reports of survey and any reports of findings, recommendations, or actions on a specific 
matter prepared by an official committee, board, survey team, study group, or task force. 
 
6.8.5.  Routine comments, concurrences, certifications, authorizations, recommendations, and 
evaluations for a proposed action, plan, policy, procedure, organization, mission, publication, 
agenda, or course of action. 
 
6.8.6.  Public information releases. 
 
6.8.7.  Accounting system source documents and output reports that are justified in accordance 
with DOD-directed procedures during the accounting system concept and design process. 
 
6.8.8.  Reports of audits, reports generated from internal reviews, investigations of charges, 
complaints, claims, or violations of law or regulation.  (NOTE:  Exception:  Statistical and 
summary information required in preparing a published audit report must be licensed.  Reports 
of internal reviews imposed by and transmitted to a higher headquarters must also be licensed.) 
 
6.8.9.  Routine requests for cost estimates for a specific licensed ICR requirement. 
 
6.8.10.  Operating documents. 
 
6.8.11.  Budget estimates and President’s budget exhibits. 
 
6.8.12.  A report compiled from information retrievable from the originating organization’s own 
files and not generated solely due to the requirement for the report. 
 
6.9.  When an exemption is cited in an implementing publication, use this instruction and 
appropriate paragraph as the authority for the exemption.  (Example:  “The reporting 
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requirement in this publication (paragraph, etc.) is exempt from licensing in accordance with 
USTRANSCOM Instruction 33-39, USTRANSCOM Information Collections and Reports 
Management.” 
 
6.10.  TCCS-IM will assign RCS symbols for USTRANSCOM in accordance with the following 
procedures, using as an example, USTC-J5(A)0302: 
 

6.10.1.  Functional Address of the Requester:  USTC-J5. 
 
6.10.2.  Report Frequency:    (D) Daily 
    (W) Weekly 
    (M) Monthly 
    (BM) Bi-Monthly 
    (Q) Quarterly 
    (SA) Semi-Annually 
    (A) Annually 
    (BE) Biennially 
    (AR) As Required 
    (OT) One-Time 
 
6.10.3.  Four-digit number.  The first two numbers represent the year assigned; the last two 
represent the sequence of the report. 
 
7.  PUBLIC INFORMATION COLLECTIONS:  Public Law 105-277, The Government 
Paperwork Elimination Act (GPEA), Public Law 104-13 and its implementing regulation, Title 5 
CFR Part 1320, Controlling Paperwork Burdens of the Public, cover the policy for collecting 
information from the public and attempts to minimize the Federal paperwork burden on the 
public.  The Act applies to all executive departments, military departments, government 
corporations, government-controlled corporations, other establishments in the Executive Branch 
of the Federal Government, and all of the Federal Government’s independent regulatory 
agencies.  The Federal Election Commission; all Congressional and Judicial Agencies; the 
General Accounting Office; Governments of the District of Columbia and territories and 
possessions of the United States; and Government-owned/contractor-operated facilities and 
production operations are exempt from licensing public ICR requirements.  With input from 
Directorate/CSG OPRs, TCCS-IM will respond to the annual call for projected Information 
Collections Budgets (ICBs), RCS: DD-C3I(A)1680, ICB Annual Plan, and forward to 
AFCA/ITC. 
 
7.1.  OMB approval is needed to collect information from ten or more members of the public, 
unless the collection is exempt.  OMB licenses a public ICR requirement for 3 years.  All public 
ICR requirements carry an expiration date.  An expired public information collection is an illegal 
collection of information and will be discontinued until proper approval is received.  
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Directorates/CSG will request OMB approval for public ICR requirements by submitting the 
following to TCCS-IM.  (NOTE:  Allow at least 6 months to process request for OMB approval.) 
 
7.1.1.  Two notices in the Federal Register.  The first Federal Register Notice (FRN) must be 
published at least 60 days before submitting OMB Form 83-I, Paperwork Reduction Act 
Submission.  OPR prepares first notice and submits to TCCS-IM, who forwards to AFCA/ITC 
for publishing.  The FRN is the means by which the public is notified of pending ICR 
requirements.  The notice is published in the Federal Register and the public has 60 days from 
the date of publication to comment.  It is typed double-spaced with one-inch margins.  Seven 
notices (original and six copies) are forwarded.  (See Attachment 3 for guidelines and sample 
FRN.) 
 
7.1.2.  After the 60-days, OPR will prepare five copies of OMB Form 83-I and forward to TCCS-
IM for review.  TCCS-IM will forward an original and four copies of the OMB Form 83-I 
package, including comments from the 60-day notice, to AFCA/ITC.  After review, AFCA/ITC 
will forward the package and the second FRN to the DOD Clearance Officer.  The OMB Form 
83-I package contains the following: 
 
7.1.2.1.  Completed OMB Form 83-I (see Attachment 4 for instructions and sample form).  
Include at least two key words from the Government Accounting Office (GAO) Thesaurus in 
Item 9.  The GAO Thesaurus is available on the AFCA web page at www.afca.scott.af.mil/corp-
info/icr.htm. 
 
7.1.2.2.  Supporting Statement.  (See Attachment 4 for guidance and sample statements.)  
(NOTE:   Item 14A of Attachment 3; include only those total capital and start up costs incurred 
after 1 October 1995.  Additionally, incorporate the comments received from the Federal 
Register announcement and actions taken in this statement.  If there are a lot of comments, they 
can be addressed in a separate paper.) 
 
7.1.2.3.  Copy of the draft instrument of collection.  If the instrument of collection is a 
Information Management Tool (IMT), the Publications and Forms Manager in TCCS-IM will 
design IMT in Pure Edge application and assign license number.  If the instrument of collection 
is not an IMT, contact TCCS-IM for instructions on how to display OMB control data and 
Agency Disclosure Notice (ADN).  (See Attachment 5 for instructions and sample ADN.) 
 
7.1.2.4.  Title page and pertinent section of regulatory or statutory authorities (i.e., first page of 
instruction and prescribing paragraph). 
 
7.1.2.5.  Copy of the FRN. 
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7.2.  Within DOD, the Assistant Secretary of Defense for Command, Control, Communications, 
and Intelligence (ASD/C3I) may request emergency processing of an ICR requirement under the 
following circumstances: 
 
7.2.1.  When the collection is needed prior to the expiration of time periods established and is 
essential to the mission of the agency. 
 
7.2.2.  When the agency cannot reasonably comply with normal clearance procedures because 
public harm is reasonably likely to result if normal clearance procedures are followed, an 
unanticipated event has occurred; or the use of normal clearance procedures is reasonably likely 
to cause a statutory or court-ordered deadline to be missed. 
 
7.2.3.  Public harm would be prevented, if for example, strategies to combat a public health 
epidemic depend on information in a survey that needs to be fielded immediately.  An example 
of an unanticipated event would be a natural disaster that has led to the need to provide benefits 
quickly to the victims.  The use of emergency clearance procedures is warranted if a new statute 
is passed that requires implementation of an ICR requirement within clearly shorter time frames 
called for and specify the time period within which OMB should approve or disapprove of the 
collection.  Control numbers assigned to collections of information approved under the 
“emergency processing” procedures are not valid for more than 90 days from the date the agency 
requested approval. 
 
7.3.  Send each request for emergency processing to TCCS-IM.  Each request must include a 
justification meeting the following guidelines: 
 
7.3.1.  A written determination that the ICR requirement is essential to the mission of the agency 
and that public harm will result if normal clearance procedures are followed, or that an 
unanticipated event has occurred that will prevent the collection or cause a statutory or judicial 
deadline to be missed if normal procedures are followed. 
 
7.3.2.  Information indicating the agency has taken all practicable steps to consult with interested 
agencies and members of the public in order to minimize the burden of the collection. 
 
7.4.  OMB has approved certain public ICR requirements requested from Federal contractors.  
Acquisition-/procurement-related collections will flow through Air Force acquisition channels 
for licensing when requested in connection with specific sections in the Federal Acquisition 
Regulation (FAR); the Defense Federal Acquisition Regulation Supplement (DFARS); specific 
sections of the Air Force FAR Supplement (AFFARS) and subordinate agency clauses to these 
regulations; and all public data collections necessary to comply with the FAR and AFFARS 
requirements, not currently approved, and will be processed and approved according to the 
procedures in paragraph 7.1., if OMB has not previously approved them.  The inclusion of a 
reporting or record-keeping requirement in a contract work statement or any other contractual 
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provision or exhibit does not fulfill the requirement for an OMB approval or a waiver, as 
appropriate.  RCS numbers assigned to USTRANSCOM internal reports do not authorize the 
report or related feeder information to be levied as a public ICR requirement upon any “person” 
or contractor.  ICR and record-keeping requirements involving the collection of information from 
non-Federal agencies, Air Force production or service contractors, or other industrial and 
commercial companies or manufacturers are subject to a specific prior public reports clearance.  
Such requirements that are approved are identified by the citation of an OMB approval number 
or an exemption statement, as appropriate. 
 
7.5.  Directorate/CSG OPRs must notify TCCS-IM in writing if they no longer need a public 
information collection.   
 
7.6.  The following information collections are exempt from OMB approval: 
 
7.6.1.  Affidavits, oaths, affirmations, certifications, receipts, changes of address, consents, or 
acknowledgments, provided they entail no burden other than that necessary to identify the 
respondent (name, address, and identification number).  Any of these documents requesting 
respondents to provide information relating to the information being certified would require 
OMB approval. 
 
7.6.2.  Samples of products or of any other physical objects. 
 
7.6.3.  Facts or opinions obtained by direct observation by an employee or agent of 
USTRANSCOM or in response to non-standardized oral communication in connection with such 
direct observation. 
 
7.6..4.  Facts or opinions submitted in response to general solicitations of comments from the 
general public. 
 
7.6.5.  Information from individuals (including those in control groups) under treatment or 
clinical examination in connection with research. 
 
7.6.6.  Facts or opinions requested from a single person. 
 
7.6.7.  Examinations designed to test the aptitude, abilities, or knowledge of the persons tested 
and the collection of information for identification with such examinations. 
 
7.6.8.  Facts or opinions obtained or solicited at or in connection with public hearings or 
meetings. 
 
7.6.9.  Information solicited through non-standard follow-up questions designed to clarify 
responses to approved collections of information. 
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7.6.10.  Like items so designed by OMB. 
 
7.6.11.  Collections of information from Federal employees within the scope of their 
employment, unless the results will be used for general statistical purposes. 
 
7.6.12.  Information collection surveys, in the context of Section 804 of the Fiscal Year 1986 
Defense Authorization Act, from members of the Armed Forces serving on active duty, members 
of their families, and retired members of the Armed Forces.  (NOTE:  See AFI 36-2601, Air 
Force Personnel Survey Program for Air Force guidelines on conducting surveys). 
 
7.6.13.  Information collections addressed to nine or fewer persons. 
 
7.6.14.  Collections of information conducted by compulsory process. 
 
7.6.15.  Collections of information during the conduct of intelligence activities and during the 
conduct of cryptanalytic activities that are communications security activities. 
 
7.6.16.  Collections of information during the conduct of Federal criminal, civil, or 
administrative action with respect to a specific party.  This exemption is limited and applies only 
after a case file is opened with respect to a particular party.  It does not apply prior to the opening 
of such file and, therefore, does not apply to complaints or allegations of individuals or other 
persons that form the basis for the agency’s subsequent opening of a case file, even though the 
file is opened immediately upon receipt of the complaint allegation; general investigations that 
are not focused on a particular party; and general collections of information about a category of 
individuals or entities such as a class of licenses or an industry. 
 
8.  INTERAGENCY REPORTING REQUIREMENTS:  Interagency ICR requirements are 
those collections USTRANSCOM imposes on other Federal agencies or that another Federal 
agency imposes on USTRANSCOM.  Interagency ICR requirements are approved by the General 
Services Administration (GSA).   
 
8.1.  Directorates/CSG will submit requests to develop, revise, or cancel interagency ICR 
requirements by submitting to TCCS-IM the following: 
 
8.1.1.  The original Standard Form (SF) 360, Request to Approve an Interagency Reporting 
Requirement (Sample at Attachment 7). 
 
8.1.2.  A final draft copy of the instrument of collection. 
 
8.1.3.  If the instrument of collection is an IMT, TCCS-IM Publications and Forms Manager will 
design the IMT in Pure Edge and obtain licensing.  If the instrument of collection is not an IMT, 
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write in “IRCN: ________” in the upper right-hand corner and just below that, “Expiration Date: 
____.” 
 
8.1.4.  Attach a completed AF Form 130, showing the cost estimates. 
 
8.1.5.  Agencies responding to an interagency ICR requirement must reply within 30 calendar 
days to written requests for cost estimates for an existing or proposed interagency collection.  
Responding agencies must also submit their comments within 30 calendar days on any proposed 
ICR requirement.  Directorates/CSG will not respond to any interagency ICR requirement not 
approved by GSA and will inform TCCS-IM of the unlicensed requirement. 
 
8.2.  The Directorate/CSG OPR will notify through TCCS-IM all respondents in writing when an 
interagency ICR requirement is no longer needed. 
 
8.3.  Legislative Branch requirements in statutes or congressional committee requests, and 
Judicial Branch requirements in court orders or other judicial determinations are exempt from 
interagency licensing procedures. 
 
8.4.  The following interagency ICR requirements are exempt: 
 
8.4.1.  Interagency ICR requirements for security-classified information.  (NOTE:  Exception:  
Do not waive interagency ICR requirements for non-security-classified information, even if the 
requesting agency assigns a security classification later.) 
 
8.4.2.  Operating documents exchanged between and among Federal agencies. 
 
8.4.3.  Presidential requirements in presidential directives. 
 
8.4.4.  OMB budgetary, program review and coordination, and legislative-clearance 
requirements. 
 
 
 
       MARY E. WILSON 
       Chief, Information Management 
 
7 Attachments 
1.  Glossary of References, Abbreviations, Acronyms, and Terms 
2.  Sample Air Force Form 130 
3.  Sample Federal Register Notice w/Guidelines 
4.  Sample OMB Form 83-1 w/Instructions 
5.  Sample Supporting Statement w/Guidelines 
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6.  Sample Agency Disclosure Notice w/Instructions 
7.  Sample Standard Form 360 
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